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1. Requesting Agency

DEPARTMENT OF CORRECTION

2: Division or Bureau of Requesting Agency

PATUXEOT INSTITUTION

3. Authorization Requested (Check only one of the squares below).

•
Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

B

S Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

Microfilm ond destroy 'originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

1 .

2.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

DIRECTOR

MINOTES OF THE ADVISORY BOARD

Size : 8 |w x 11"
Dates: 195U - -
Quantity: l e s s than £ cubic foot ( 1 folder)
F i l e Arrangementi Chronological

The Advisory Board confers with the s ta f f of the I n s t i t u t i o n and the
Department of Correction and serves the I n s t i t u t i o n i n a consul ta-
t i v e and advisory capaci ty i n matters r e l a t i n g t o i t s work. The
Minutes, f i l e d Kith Board correspondence i n the General F i l e ( i tem $\
are a record of the Board's ac t ions and dec is ions .

RECOMMENDATION: RETAIN PERMANEKTET.

MINUTES OF THE BOARD OF REVIEW

Siee: 8|" x 11"
Datesi 19$h - -
Quantity: less than ^ cubic foot (1 folder)
File Arrangement: Chronological >

The Board of Review re-examines every person held in custody as a
defective delinquent at least once in every calendar year. As a
result of the re-examination, a determination of the inmate's
defective status i s made. The Board then makes recommendations

6. Recommendation
of Hall of Records
and Board of Public
Works.
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7. Age/icy, Division or Bureaur^epresentative

n Director April 25, 1958
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
Records Commission.

£Ut/iSL l\vu_ i..
/bate Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

Secretary
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4.
Item

I No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Q 3.

k.

concerning the future status and treatment of each person reviewed.
The Minutes, located in the General File (item 5)> summarize the
findings of the Board; the recommendations in each casd are filed
in the Inmates Case Folder file maintained by the Classification
Department (item 11), The record set of the lanutes is in the
hands of the Secretary to the Board* The recommendation below
applies to both the record set and the Director*s copy.

RECOmEHDATION: RETAIH PERMANENTLY.

INMATE'S FOLDER FILS

Siset 8|n x 11"
Datest l$$k
Quantity: h drawers (6 cubic feet)
File Arrangement: Alphabetical by name of inmate
Annual Accumulation: 1,5 cubic feet

The Inmate's Folder File is maintained in the Office of the Direc-
tor for Information purposes. The basic records on each inmate
are maintained by the Classification Department and are covered by
the schedule for that department.

Records of Inmates at other institutions (for which there are no
Individual folders) are maintained separately. These records
consist of correspondence with inmates, psychological reports,
and correspondence tilth the Department of Correction concerning
the examination or treatment of inmates at Institutions other
than Patuxent.

RECOMMENDATION* RE5JAIN FOR THREE YEARS AFTER DISCHARGE
OR PAROLE) THEN TRANSFER TO CLASSIFICATION
DEPARTMENT FOR SCREENING. DESTROY ALL
MATERIAL NOT INCORPORATED IN INMATE'S
F0IBER- ~ A1--W

INSTITUTIONAL PLACEMENT FILE B O A R D U

Size: 8£« x 11"
Dates: 19$h - - J

Quantity: 1 drawer
File Arrangement: Alphabetical by position title
Annual Accumulation: Less than § cubic fc

This file is concerned with the staffing of Patuxent InstitutionT
It contains correspondence with applicants for positions, corres-
pondence with the Commissioner of Personnel relating to the estab-
lishment of positions and salary scales, and copies of SEC forms.
Any records which relate to a specific position or classification
are filed in the appropriate individual folder.

BEfWffiNIMTIQMi—RETAIN FOR THREE YEARS AND THEN DESTROY*
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4.
^Itern

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works:

$. GENERAL FILE

Size: 8£« x 11"
Datest 195U
Quantity* 2 drawers (3 cubic feet)
File Arrangement t Alphabetical by subject or type of

record
Annual Accumulations 1 cubic foot (estimated)

This is a general operating and information file maintained in the
Director's office. The file is concerned with the functions of
the office and has accumulated as the result of the internal ad-
ministration of the Institution and contact with individuals, other
State agencies, professional organizations, companies, Federal agen-
cies, and other states. Specific types of material contained in
the file are B&nutes of the Advisory Board and the Board of Review
(items 1 and 2); correspondence with professional organizations,
State agencies, and individuals* memoranda from institutional de-
partments; annual report drafts; copies of Classification Committee
schedules and meeting resultsj copies of psychological examinations
administered to prospective employees; material concerned with the
planning and execution of institutions.! and general research project
copies of the minutes of staff conferences; and reference publica-
tions collected from various sources.

A . RECOM-iEKDATIOK: RETAIN PERMAIMffLY ALL MINUTES AMD REC-
ORDS OF COMMITTEE OR STAFF CONFERENCES
AND AHT MATERIAL WHICH SUMMARIZES
PROJECT FINDINGS.

B . RECOMMENDATION* RETAIN ALL OTHER M&TERIAL FOR THREE
SEARS AND THEN DESTROY.
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JUN y
SOPEEHHTEHDEHT'S GENERAL FILE

Size i 8£" x 1U"
Datesi 135k - -
Quantity! 1,$ drawers and 1 cubic foot

material (total, 3 cubic feet)
Annual Accumulation» 1 cubic foot

Tills is the Superintendent's operating and information file. It
consists largely of correspondence with individuals or other State
agencies and reports or memoranda concerned with the internal admin-
istration of the Institution. Specifically, these records are:

Arrival notices
Results of disciplinary hearings (Disciplinary Committee)
Escape reports

SLIC
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7.

Monthly food reports
Hospital reports
Daily reoord of innate movement
Maintenance and equipment purchase records
Weekly meal cost reports
Monthly reports to the Department of Correction (discip-

linary actions, education, cellblock inspection,
monthly leave, hospital)

Officer assignrasnt sheets
Daily seclusion reports
Tentative discharge lists
Tier count sheets
Vocational activity reports
Accident information
Annual report data
Construction data
Correspondence with the Departonent of Correction and

other State departments.

A. RE<XfrftEHDATION» RSTAEI EERMANEOTiar CORRESPONDENCE 1&TH
TIES SUPEBINTEMDEHT OF PRISONS AND THE
RECORDS OF HEARING© BY THS DISCIPLINARY.
COMMITTEE.

B. RECOMMENDATION: RETAIN ALL OTHER MATERIAL FOR THREE
YEARS AND THEN DESTROY.

POSITION CONTROL CARD FILE

Form No. 8 SBC U 9
Size: ha x 6W

Dates: 1°£U
Quantity* Less than £ cubic foot
File Arrangement: Alphabetical by position title

Ti«> control cards, one of which is filed in the Director1 s office,
or© prepared and maintained for each position in the Institution.
Each card lists the current and past incumbents of a particular
position. The recommendation below applies only to the file main-
tained in the Office of the Superintendent. The Director's card
file is considered to be non-record in accordance with the provi-
sions of the statute governing non-record material (Art. 1*1, 53ec.
17°, Annotated Code of rfcrylond, 1957 Edition). •

BECOIf-IESDATIONj RETAIN FOR THREE YEARS AFJER DATE OF*LAST5
ENTRY AMD THEM DESTROY. L'-OAKD LV P
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Item
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8.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

INDIVIDUAL EMPLOYEE'S TIT-IS RECORDS

Sise: 8|« x 11"
Dates: 1$$$
Quantity: h cubic foot .
File Arrangement: By year and alphabetical therein
Annual Accumulation: Less than \ cubic foot
Audit: State audit

Individual t i ro records, formerly maintained by the General Officer,
show hours worked daily and monthly for each calendar year. On
the reverse side of each fora i s shorn the employee's vacation
and sick leave earned or used during a calendar year.

RECOMfENDATIONj RETAIN FOR THRSS YEARS OR UNTIL AUDITED
WHICHEVER I S LATER, AND THEN DESTROY.

PERSONNEL HISTORY FOLDERS

S i z e : 8 | H x 1U'»
D a t e s : 19$h
Quantity: 2 drawers (U ctibic feet)
File Arrangement: separate files for active and former

employees—alphabetical by name of
employee

Annual Accumulation: 1 cubie foot (estdbnated)

A history folder i s maintained for present and former employees of
the Institution. The folder for each employee may contain any or
a l l of the following records: *

Withholding exemption certificates
Employee's photograph
Police investigation reports
Correspondence concerning physical examinations, discip-

linary matters
Commissioner of Personnel fonaa (Certification of

Eligibles, cut-off notices)
Receipts
Memoranda
Personnel data fona (Department of Correction Fora a)
Fingerprint card

RECOMMENDATION: RETAIN FOR THREE YEARS AFTER E^LOYEE'S- ; >
SEPARATION AND THEN DESTROY, B O A R D '^1?
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
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(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

10.

11.

EMPLOYEE HISTORY CAF.T-S

Sizo: hn x 6W

Dates: 1$$h - -
Quantity: less than -| cubic foot
File Arrang<KGent: Alphabetical

A history card is prepared for each enployee to show the employee's
name, address, sex, race, irvarital status, department, social secur-
ity number, retirentent number and the date enrolled, veteran status,
date and change in classification or pay rate, termination date,
type9 of training courses taken, and date of course completion.
On the reverse 3ida of each card appears the individual's efficiency
rating.

RECO?flEHDATION: RETAIN FOR THRES YEARS AFTER SEPARATION
OF EMPLOYEE AT© THSN DESTROY.
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IIv™A?ES« 0«\SE RECORDS
- CLASSIFICATION DEPAliTM£!3T -

V

BOATiD

|
Size: 8|» x 11«
Dates: 195$
Quantity: 13 drawers (19 cubic feet) I
File Arrangerasnt: Alphabetical for T*s and I)Js and

numerical for co;T,iitted inaiatss
Annual Accumulation: 6 cubic fsst (estimated) , .^
Index: Inmate's History Card File (item 12) \ JJ^M

• J l \ U 1058

<2Us^>-
Patuxsnt Institution tates custody of intellectually and"s"M0tli2P~"
ally defective delinquents comndttsd by the Courts or inmates
transferred to the Institution by the Board of Correction for diag-
nosis or -pork purposes. A case file is maintained for each inmate.
The Institution classifies inmates according to vihether they have
been temporarily transferred for diagnosis or work purposes (T),
held temporarily for diagnosis at the request of the sentencing
court (D), or coiandtted as a result of diagnosis and subsequent
court action (C). T.ho records of instates temporarily transferred
or diagnosed as'non-defectives are returned with the inmate to
the inmate's home institution. Patuxent retains only those records
which pertain to inaatos who are diagnosed as acceptable for treat-
ment and coniiittsd to the Institution. If committed, tha comit-
mant is for an indefinite period.

The case file for an individual inmate who is undergoing diagnosis
or is in a eoBnitted status consists of_two__f older a • One foldar
(General Folder) holds all records concerned with admission, dis-
cipline, previous record, and tha inmate's general activities., The
other folder (Paycliiatrio Treatment Folder) hold3 all records
concerned with poychiatrio treatment and matters relating thereto

SiiQ.-CfiTARV
. _ i
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uhich are handled personally by the professional staff. The contend
of both tho General folder and the Psychiatric Treatment folder are
listed below:

General Folder

Identification photograph
Admission Surtnary
Correspondence - iniaates* letters, letters received from

family or otlwr individuals, copies of out-going
letters

Report on Convicted Prisoner (25-£&-5>-55)
Copies of FBI record
Medical Record sheet
Draft notices (FBI E-08)
Flash notices (FBI 1-12)
Record of additional arrest (FBI 1-1)
Visitor'B card (itani 16)
Copies of case records from other states
Questionnaires, requests for information concerning

inraate% background (answered by members of family,
friends, police former employers, schools, and other
institutions)

Psychometric reports (copies)
ffemoranda. - e.g. .-staff reports on inmate
Reports of incidents (custodial officer)
' Authority for release for trial* parole/leave, change ia

parole privileges
Authority for movement of inmate in custody
Biographical inforaiation slip
Police record reports
PrG-parole reports . — .
Check lists •• orientation program and other necessary • . \.;

processing \
Master admission Guswary (for producing extra ec

when nsceauary) • j
Psychological reports (from other institutions)

~J L i-

• JU

Paychiatric Treatment Folder

Correspondence - incomin.3 and copies of outgoing lette
individual:? or institutions. Th33e concorn mattere-re
lated directly or indirectily to tha iraiate's psychological
or psychiatric treatent and are handled by the institu-
tion's professional staff.

Psychological reports—ohovinjj inmat9l3 general background, present
offense, previous record, fasiify history, personal history,
work Mstory, military history, health history, physical
and psychiatric examination results, and a psychiatric
diagnosis.
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
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(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

12.

13.

Electrosncephalographic sheets
Social service interview reports - interviews with family, friend©,

etc.
Psychiatric progress notes
Board of Review notes (summaries of findings)
Interview requests - from persons desiring to visit the inmate

If an inmate's records are returned to his hem© Institution,
the Classification Department retains, when available, copies of
psychological reports which may be utilized for research nurposes.
These are to ba retained permanently.

The recommendation below applies only to the records of committed
inmates. The records of non-comrcitted inmates, when returned to
their home institutions are governed by the records schedules for
those institutions.

REC0HT21DATI0W: RETAIN BOTH THE GEMERAL F0U)3R AND TH1?
PSYCHIATRIC F0H5ER FOR TWENTY YEARS AFTER
AN INMATE'S DISCHARGE AND THEW DESTROY.

.INMATE'S HISTORY CARD FILg_

Sizes 3" x 5M

Datest 1955 - -
Quantity: 2 drawers {\ cubic foot)
Fils Arrangement: separate alphabetical files for

released and current inmates

A history card is prepared for each inmate upon receipt by the
Institution. Each card shows the inmate's name and number (or
numbers), length of sentence and beginning data, changes in cell
location, types of jobs held or treatment history. Occasionally,
cards also show the committing court, the crime of which convicted,
the date of receipt of the innate, and the date of psychiatric
examination*

RECOMISNDATIONs RETAIN FERMAHEMMT.

CLASSIFICATION CARD FILE

Size? 9B x 5M

Datesi 1955-1957
Quantity% | cubic foot
File Arrangement; Discontinued record
Disposable Amount: §• cubic foot

Until 1957 a card THIS prepared for each inmate to facilitate statis-
tical reporting in the Institution's annual report. Since statis-
tical reporting is now accomplished by other correctional institu-
tions before inmates are transferred to Patuxent, the fila has no
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6. Recommendation
of Hall of Records
and Board of Public
Works.

1U.

1$.

further value. Cards show the date on which the inmate was re-
ceived by the Institution, the inmate's name, number, length of
sentence and beginning date, the committing court, the charge,
the inmate's birthplace and date of birth, age, race, marital
status, statu3 when received, and previews confinement history in
Maryland correctional and welfare institutions, Federal institu-
tions, and institutions in other states.

RECOftCTDATICNj RETAIN FOR TKRSS SEARS AND THEN DESTROY.

INSTITUTIONAL BOARD OF REVIEW CARD FIUD

Size: 9" x 5tt
. Dates: 1955 - -
Quantity: 1 drawer (̂  cubic foot)
File Arrangement: Chronological by review date

A card is prepared for each inmate and filed in chronological order
to indicate the time (month) during which an Instate1 a ntatus is
subject to review by the Board of Revise. Each card shoe's the
inmate's name, number, the length of sentence, the beginning date
of sentence, the committing court, the original chcrgo, tho date
received, the date committed, birthdate, the responsible doctor's
name, the court rehearing date, dates of howa visits, and a list-
ing of the dates and decisions on the innate'e status (e.g. con*-
mitted as defective delinquent, retained es a defective delinquent,
leave request denied, etc.).

RECOMMENDATION t REGAIN FOR THREE YEARS A$?m ivfefc'tJF D.JS-.
5 AHD THEN DESTROY. » B O A K D Ci- 1

PAROLE CARD FJLB •JUN

Sizes 3" x 5n

Dates: 1?55 - -
Quantity: 2 drawers (̂  cubic foot) _
File Arrangement: Separate alphabetical GJi£ chronological

files

A parole card is prepared for esch ircrcate in the Institution. One
file, arranged chronologically, contains the cards of inmates who
are due for consideration or review by the Eosrd of Review. The
second file, maintained alphabetically, holds the cards for inmates
who have been refused parole or transferred to other institutions
as non-defectives. Cards filed chronologically shew the iraate's
name, number (or numbers), length of sentence, date of adiricsion
or commitment, the committing court and the crime of which convietei
the parole examination date. The alphabetical file, in addition
to this information, shows the date of parole refusal or the date
of transfer to another institution.

RECOMMENDATION* RBTATW FfiR THEMiT VffflR̂ ; ATyrtrp T> AT^ off
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16. WORKIMQ FILE (MISCELLANEOUS FILE)

Size* 8|" x 11"
Dates: 1955 - -
Quantity: 2 drawers (3 cubic feet)
File Arrangement: By type of record and chronological

therein
Annual Accumulation: 1 cubic foot

The Classification Department receives or initiates various reports
which are posted to or susrmarized in other records. The working
file contains the various reports and papers with which theDepart-
mant is concerned. Specifically, these records are:

Arrival notices
Daily report of men assigned, received, or discharged
Change in status reports (Parole or Change of inmate

status)
Monthly reports to the Department of Correction
Daily reports of population and distribution
Distribution and work reports (vocational progress reports]
from various institutional departments

Other reports, although maintained separately, are considered to be
part of the Working File. These include:

Staff meeting reports (copies)
Discharge lists (monthly) - showing tentative discharge

data
Parola hearing schedules and results
Parole docket (copies)
Classification Committee meeting schedules and reports of

meeting results
Hospital blood donation lists
Recapitulation of men idle - lists unemployed for the weak
Daily seclusion reports
Daily report of inmates employed (from all departments)
Inmate population movements - daily assignments and trans-

fers
Results of disciplinary hearings
Disciplinary recapitulation for the month
Recapitulation of monthly employment (from departments)

o
CO
CO

LlJ CD

cm ce:
cx.8

Monthly grade reports (occupational therapy,
Reports of gambling

s c h o o l X >\"\\
B O A R D C F

A . RECOMMENDATION:

B . RECOMMENDATION:

RETAIN PERMANENTLY THE RECORDS OF
CLASSIFICATION CCNMUTEE ACTIONS ,JU

RETAIN ALL OTHER MATERIAL FOR T,
TEARS AND THEN DESTROY.

o v Kt) n v
PUBLIC WORK!

i \) !!>r>f» •

£L-^—^-<t^
• ; ; ' * ; ' ': . ','Y



rORM HR-RM 1A
(11 - 1 - 8 6 )

Hall of Records
Commission

:' *ST FOR RECORDS RETENTION
(Continuation Sheet)

ULE
SCHEDULE.
NO.

o<cb

PAGE
NO. Jl*.

4.
— Item

0No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works. •

17.

18.

PROGRESS REPORTS

Sizex 8|" x 11"
Dates: 1955 - -
Quantity: 2 cubic fest
File Arrangement t Alphabetical
Annual Accumulation* Les3 than \ cubic foot

Progress reports are a chronological summary of the progress of
individual inmates. When an inrrate is transferred from another
institution, hla progress reports accompany him. Thereafter,
proves 3 reports prepared and maintain3d by Patuxent are added to
the inmate's file. Eacix report shows tha irunate's name and number
and in chronological order the date, type of contact with ths
inmate (received, hospital, infraction, discipline, incident re-
ported, etc.) and detailed summaries of important events, letters
written by the inmate, interviews, etc. If an inmate is trans-
ferred from Patuxant to another institution, the progress reports
accompany tha inmate's other records. Tha reconsnendation below
applies only to tha records of committed inmates,

RECOM-IEIElASIO'Us RIS2AIN FOR TVEOTY YEARS AFTER DISCHARGE
AHD THEH DESTROY.
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EDUCATION

IHHATES' SDUCATIOML AKD VOCATIONAL CASE FOIBE3RS

Sizet 8|«» x 11«
Dates: 1955 - -
Quantity: 2 drawers (h cubic feet) _j
File Arrangerasntt Alphabetical by nams ofNasa1

Annual Accumulation: 1 cubic foot (estimated),_

-—>

BOARD LF H-DLIC \ . L
i

JUN 9 105;;

W.2U
S!u:i:tT/.:iV

A folder is prepared and iaaintained for each innate to show his
vocational and educational activities and aptitudes. An individual
folder nay include any or all of the records listed below. .Speci-
fically, these ares

Student record suraaiary card
School Record (test scores)
Vocational training record
llercos (copies) to other departasnts re purchases of special

supplies, publications approved for inmate consumption,
etc.

Rating scale for reclassification - separate ratings for
job performance, behavior on cell tier, attitude toward
diGcipline, program participation

Arrival notices



FORM HR-RM 1A
( 1 I - I - B 6 )

Hall of Records
Commission

1ST FOR RECORDS RETENTION
(Continuation Sheet)

ULE
SCHEDULE
NO. '• 32G
PAGE
NO. 12.

4.
Item

1 No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

Progress reports (report cards)
Samples of student schoolworkj,

RECOmENDATION: RETAIN FOR THREE YEARS AFTER DISCHARGE
OR PAROLE AND THEN TRANSFER TO CLASSIFICA-
TION DEPARTMENT FOR SCREENING. DESTROY
. ALL MATERIAL NOT INCORPORATED IN INMATE
FOLDERS.

19. PAPER PILE

20.

Size: 8^" x 11"
Dates: 1955
Quantity: 2 cubic feet

In connection with its educational program, the Education Department
administers achieveinent tests to certain inmates. These tests
(Stanford and the University of California), though usually given
only once to an individual inmate, may be administered several times
during the inmata's confinement at the institution. The tests
(latest only) are useful to the Department as long as the inmate is
in the institution.

RECOlfffiNDATION: RETAIN UNTIL THE INMATE IS DISCHARGED OR
PAROLED AND THEN DESTROY PROVIDED THAT THE
TEST PAPER IS AT LEAST THREE YEARS OLD.

REPORT FILE
•MB*

Size: &*£« x 11«
Dates: 1955 - -
Quantity: 1 cubic foot
File Arrangement: By type of record and chronological

therein
Annual Accumulation: Less than |- cubic foot

This file contains reports received or prepared by the Education
Department. Speoifically, these reports are:

Daily reports - submitted by school, occupational therapy
shop, recreation, library, vocational classes, corres-
pondence courses r

Daily class attendance sheet ) "• r > T> j »{
Monthly summary report (recapitulation of enrollment invarious educational programs) < ' • - • • .•:\\'U:J O F

R E O O M E H D A T I O K J RETAIN FOR THRSE YEARS AND THEN DESTROY.,,.,,

fovcJZ

CO

LU O

To

) \ " K i >

'J v?'".;:

v . •I 1 • i \ • • : r '

s i - • : i . • ; • . - .



FORM HR-BM 1A
( t i l - 8 6 )

Hall of Records
Commission

•ST FOR RECORDS RETENTION
(Continuation Sheet)

MLE
SCHEDULE 3 2 G

PAGE
NO. 13.

4.
^^I tem

5. Description of Records
Describe records accurately. Include title/form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

21.

HOSPITAL

INMATES* MEDICAL HISTORY CASE FOIPERS

Size: 8&» x 11"
Dates: 1955
Quantity: 3 drawers (5 cubic feet)
File Arrangement t Discharged inmates i alphabetical}

Transfers and Diagnostics: numerical by
inmate noniberj Committed: numerical by
inmate number

Annual Accumulationt 1»$ cubic feat

The Hospital maintains a medical history folder for each inmate in
the Institution, each folder containing records relating to physical
examinations and medical treatment. An individual folder may con-
tain any or all of the following records;

Arrival notice
Medical Record Sheet (physical examination record)
laboratory reports - blood sugar, -urine analysis, syphillis

serology, heraatalogy, R H factor and blood grouping
(all are copiss)

Hospital history and treatment chart
Hospital graphic charts
Special diet sheets
Discharge sutsmaries from other institutions
Correspondence with other institutions
Electro-carcHegrams
Memos and receipts
Treatment notes
Nurses record sheet

The medical records of inmates who were discharged or transferred
to other institutions have been filed separately from the records
of current inmates and have been retained at Patuxent. This proce-
dure will continuo in the future except that the records of inmates
transferred to other institutions vjill acccwpany them to the now
institution. TEa past accumulation of folders for transferees vriLH
be sent to the institutions \jhich currently hold the inmates in
custody. The recommendation below applies to the records of coia-
mitted inmates.

RSC0I5KEUDATICH: RETAIN FOR THREE YEARS AFTER DISCHARGES
AMD THEH DESTROY.
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22.

23.

2U.

EMPLOYEES1 HSniCAL RECORDS

Size: 8§» x 11"
Dates* 1955
Fora No. t SEC 156
Quantity: | cubic foot
File Arrangement: Alphabetical by nans of employee
Annual Accumulation: less than ̂  cubic foot

This file is made up of working (handwritten) copies of the Com-
missioner of Personnel13 Jfedical Examination for Employment fona
(SEC 156)• A typed copy is forwarded to the Comrcisaioner of Per-
sonnel af tar tba nodical examination ha3 been completed. Other
records in the fila are radiographic reports, laboratory reports,
and various types of trsateimfc records.

HBCOMMEHDAHOWx RETAIN FOR THREE YEARS AFTS& DATE OF
EKAMLNmOft A3D THEN BESTED!.

EIECTROSHCEPH&MGffiAM FIIB

Sizes 8;;B x 11" (continuous form)
Dates: 1955 - -
Quantity? 7*5 drapers ( U cubic feet)
File Arrangenent: JJooBrical by inmate number "
Annual Accumulation: 5 cubic feet (estimated)

This file contains graphs %*hich result from the testing of inmates
on the Hospital's electroencephalographio machine. Numerous tests
may be conducted on one individual, each test resulting in the
accumulation of approxirsately thirty or forty sheets, each sheet
being part of a continuous form. The test results are suiffinarized
in the interpretation records (item 2k).

ESCWMSSBDiTIOHt RETAK FOR TW3NTT 1EARS AFTER DISCHAR03
At© THEN DESTROY. ?~

ELECTROEHCS?HA.TJOSRAP!HIC IIlTai!S3rATI0N RECORD

• Sizsz $!M x 11"
Dates: -1955 - -
Quantit|-V 1 drai-rer (2 cubic feet)
Fila Arrangeirent: Nuiterioal by inmate number
Annual Accuniulation: ^ cubic foot

Each report io an interpretation of a complete test. Thetsriginals*
of these reports (ons sheet each) are filed in the inmate's folder
maintained by the Classification Department• The interpretations
are suramariaed in useabla fora on tha Suranary Cards (item 25). The
intorprotation records in this file majr be considered non-record
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